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GEORGIA DEPARTMENT OF LABOR 
EMPLOYMENT SECURITY AGENCY 

RECORDS MANAGEMENT AND CONTROLS 
ADMINISTRATIVE SERVICES DIVISION I 

Application Number 

76-142 APPLICATION FOR f 

AMENDMENT TO RECORDS RETENTION SCHEDULE - 

L. . 

Application Date: FOR STATE RECORDS MANAGEMENT DIVISION USE I Date Received Awlifation No. Date Completed 

May 11, 1976 

Record Series Title: Comprehensi .t e Employment Training 
Act (CETA) Trainee Paid 
Allowance Check Files 

Item number to be amended: 

'Person to Contact: W. F. Reynolds 

Telephone No. 656-3074 

24 and 25 
Reads as follows: 

Item 24: 

Item 25: 

require files to be kept 4 years; administrative decision. 

Cut off file at end of F.Y., hold in current file area 1 year or until 
federal or state audit is completed, whichever is later; then transfer 
to State Records Center; hold 3 years, then destroy. 

Amended to read: 

Item 11: Federal Retention Instructions, Prime Sponsor instruction No. 80-025 

Item 12: Records created on or before 30 Sept. 1978: Destroy 30 September 1983. 
Do not destroy until all audit questions are resolved. 

Cut off files at end of 
each fiscal year; hold in current files area 1 year; then transfer 
to State Records Centey; hold 4 years; then destroy upon resolution 
of federal audit questions. 

Records created on or after 1 October 1978: 

Reason for change: 

Reference: 4 1 and CETA Forms Preparation Handbook, Chapter V1. 
Item 3.A Par gister Vol. 45 No. 99 May 20, 1980. 

AUTHORITY: 
Division Director/Design Date - % / - i p ' L I  
Records Management 0 Date p - 3 / - g z  

ESA Director Date 2- 82 
State Auditormesignee: Date / I - % @  

Chief, Records Management Date 8-3/- 82- 

4ecretary of S t a t e / D e s i g n e e : t  Date tl/&/f* 

Attorney GeneralDesignee: Date- - 
ESA-143 (R-5/82) 



p_l_ A ~ 

- Appl icat ion Date: Ju ly  30 ,  1980 

RecordSeriesTitle: 76-142 CETA Trainee Paid A1 lowance Person to Contact: 
Check Files .I 

~.._~____-~__ .~ ~ - -  
;OR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application No. Date Completed 

SEP 1 8  1980. 7L-142-Q tJov 1.7 1980 

I tem number to beamended: I t e m  16 on o l d  form Telephone No. 656-3040 ' 

I t e m  10b on new form (3/80) 

Reads as follows: 'ho'l on c o n f i d e n t i a l i t y  of records  

Amended to read: "yes" on c o n f i d e n t i a l i t y  of records  

Reason for than e: 
inspect lo%; 
made "ava i la  
mation availa 
t h e r e f o r e  make a 

AUTHORITY: 'Federa l  
b .  ' Divisiorr Dir'cctor/Dcsiynce: 
-* 

Accords Managemerit Off icer (RM&C): 

ESA Director:- ~ ~ . Date- - ._ 

State AuditorDesignc Date- /& 3 P -  8L' . -  

Date-.- /+w- 8 d  
t atc/Designee: _ _ ~  Date /d-27- gd Secret w 

Attorney GeneraVDesignee: 

ESA-143 (3/80) 



GEORGIA DEPARTMENT OF LABOR 
EMPLOYMENT SECURITY AGENCY 

ADMINISTRATIVE SERVICES DIVISION 
RECORDS MANAGEMENT AND CONTROLS f 

' APPLICATION FOR 
AMENDMENT TO RECORDS RETENTION SCHEDULE / 

Application Date: 

Application humber 

76-'142 -A 

FOR STATE RECORDS MANAGEMENT DIVISION USE 

Date Received Application No. Date Completed 

3 U L  I 4 1982 X- I42-F) mt5 0 1982 

24 and 25 
Reads as follows: 

i 
3 

Item 24: 

Item 25: 

require files to be kept 4 years; administrative decision. 

Cut off file at end of F.Y., hold in current file area 1 year or until 
federal or state audit is completed, whichever is later; then transfer 

i 

1 

1 

- to State Records Center; hold 3 years, then destroy. 

- Note: because the form design has changed, items 24 and 25 above correspond 
to items 11 and 12 below; the former using the old form and the latter using 
the new. 

Armdedtoread: 

Item 11: Federal Retention Instructions, Prime Sponsor instruction No. 80-025 

Item 12: Records created on or before 30 Sept. 1978: Destroy 30 September 1983. 
Do not destroy until all audit questions are resolved. 

Cut off files at end of 
each fiscal year; hold in current files area 1 year; then transfer 
to State Records Center; hold 4 years; then destroy upon resolution 
of federal audit questions. 

Records created on or after 1 October 1978: 

Reason for change: 

Reference: 
Item 3 . A  Para 676.35 Federal Register Vol. 45 No. 99 May 20, 1980. 

41 CFR 29-70.203b-1 and CETA Forms Preparation Handbook, Chapter V1. 

AUTHORITY: 
Division Directormesignee: i 

i 
Records Management Officer (RM&C): 1 

I 

I 
I 

Date 7- )37 y7 
Attorney Generalmesignee: 

ESA-143 (R-5/82) 

_ _ _ _ _  ~- -. - - .  
~ 



pJ ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED. 

1 
Trainee Pzid Allowance CSec!: Fiies.  1 . .  1 

* .%ha t  is t h e  func t ion  of t h e  o f f i c e  i n  which t h i s  record series is  crea ted?  

S ec*s- i ty  ' L m  which requires: t h a t  l e g a l  e n t i t i e s  exp1o;siny workers 3.n rS-emea r e p o r t  and pay 
tzri.; 3a t h o  rrages of such er .phpes;  and t o  sdxsequently pay bcner"5t.s t o  s1xh covced.  vx-?ers 
xhsn t k y  ?.re uncn?lloyed th rmgh  no f a u l t  o f  t h e i r  o m  end ~ 5 e n  tho;- coinply with c e r t a i n  o t k e r  
T c ~ i ~ 3 ? i € P t s .  The Division adminis te rs  t h e  payment of allowances and wages as required by t h e  
%.lanpower Programs of the United S t a t e s  Department of Labor. 

-r 1r.s .?.:ictlon of t h e  El e x p l o y z t  I t i s r a m e  Divis ion  is t o  imp7-enor.t t h e  Georgia ?nrlo;q.e.b,n+, 

~CC:IE?.-~ r e l a t i n g  t o  d isburs ing  funds t o  p a r t i c i p a n t s  of programs i n i t i a t e d  by the : 
Comprehensive Employment Training A c t .  

ICCLEdd B r s :  

by the  Comprehensive Employment Training A c t .  
cancelled checks f o r  wages &d allowances earned throush programs i n i t i a t e d  

F i l e  is arranged: chronologically by d a t e  check paid; thereunder numerically by check number 

ATTACH SAMPLES OF THE FILF 



19. 

20. Does t h e  record series frovide data as input  t o  an EDP f i l e ?  

Is t h e  series ( o r  major po r t ion  of i t )  r egu la r ly  microfilmed? If yes, why? [ I  E l  

[ 1 FI 
21. Coes t h e  record series contain documentation produced as EDP p r in tou t?  [ I  FI 

b 

22. Has t h e  Federal  Government i s sued  i n s t r u c t i o n s  governing t h e  retent ion/dispo-  
s i t i o n  of t hese  f i les? Federal  P.egister (Vol. 4 0 ,  No. 47, P a r t  III),"Guide t o  
Records Xetention Requi.remenPs''( January 1, 1975 ) P a r t  V I I I  

r.1 

23. ' d i l l  t h e r e  be a need for  these  records 10, 15 yea r s  from now? I f  yes ,  what? [ 1 P I  - - 1 

24. REQUIREMENTS. The following requi res  the  f i l e s  t o  be 'kept  - 4 years : . .  
a. [ I'STATE b.  [ ]STATUTE OF c. [ ]AUDIT d. [ IFEEERAL e .  NADMINISTRATIVE f .  [ ]HISTOPICAL. 

LAW LIMITATION ' PERIOD L4'd DECI S I OM VALUE 
(Ci te  Law, Statute ,  or other reason for the retent ion requirement) . See i t e m  22 

(Indicate  b r i e f l y  ra t imaZe for recmnnendations above/or wr i te  'additional remarks) : 
" 1 3  zli-yinate t h e  necessi ty  of using nuch ncc?ed ?ilir!g q u i p a e n t  and space -2 Bi th  f i l e s  
t h a t  are now inackive but  must be held f o r  4-years before destruction. 



D.I. Co.pl*t*d 

en t  U n j t  - Fm 367 S t a t e  Office Bldg 

I 

11. This f i l e  contains t h e  h 1 ~ 

and f i l e  arrangement ) . 
Doccmnts rel-atznng to* disbursing funds t o  p a r t i c i p a n t s  of programs i n i t i a t e d  by the  
Comprehensive Employment Training Act. 

Included a r e  : 
by the  Comprehensive Employment Training Act. 

F i l e  is arranged: chronologically by da te  check paid; thereunder numerically by check number. 

- -  

cancelled checka f o r  wages -and allowances earned through programk i n i t i a t e d  

- - c- _ _  - 

,. 1 Supervisor * 656-3074 
7 .An10 N R E Q U E S J E D  

I ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED. I 

h 

9 .  Exact Se r i e s  T i t l e  Coz3rehensive Errploylv,,ipnt h a i n i n f :  Act (CETA) 
. 

Dates of Ser ies  Trhi  neo Paid Allomricr Check F i l e s .  08/0l/?b t o  da t e  . .  I ._ 
'''What i s  t h e  function of t h e  o f f i c e  i n  which t h i s  record s e r i e s  is created? 

The f m c t i o n  of t h e  Un erlplo n t  Insurance Ditrision is t o  jppkm-nt t h e  Geoi-bia Fmylojr;--nt 
Secur i ty  Zaw which r tqaire? t h z t  le,-al e n t i t i e s  ey:l oyinp wo;.krc: i n  C e o r d a  rcF3rC an9 pa>i 
t axes  on t h e  wages of such er:?loye-s; ard t o  subsequently pay bms'ita t o  surk coirt-red w o r e r s  
when they 8 r s  uner;ployed thrcugh no f a u l t  o f  t h e i r  own an3 %hen they con.2l.y with c e r t a i n  o ther  
requj r e ren t s  
Manpower Programs of the United S t a t e s  Department of Labor. 

The Division administers the  payment of allowances and wages as required by t h e  

- . t - 
'I%? Spcc ia l  Programs P a y l ~ ~ n t  Unit r"cxives in: ti a1 cnrollrrent f o ~ ~ s  a23 e s t a b l i s h  a p-ymcnt 

record f o r  each ind tv idua l  t r a inee ;  rece ives  and processes weekly requests f o r  pqment  of 
alloxances, wages and plymeilt of Incentive 811 owance and Training Related F r p n s e  t o  pa r t i c ipan  
en ro l l ed  i n  t h e  Work Tnccntive Program. 
prover.t dupl ica te  o r  o v q a c m c n t s  and maintain? records t o  a s c e r t a i n  coptinued e l i ~ i h i l i t y .  

M&es per iodic  audi-t an3 repiex of payment record-; t o  

., . .  . .- . .  . .  
. .  

. - .  

. .  ..~ . . ; . I  . .  ATTACH SAMPLES OF THE FILE! . : , .  
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QUESTIONNAIRE ?lac. an -." i n  p r o p e r  coiu.n I ?  answer I S  " ~ 1 5 . "  plr . . e  t x p l . l n  

13. Is t h i s  t h e  Record Copypf  t h e  series? ,i Pr 1 [ 1- 

~' [ 1 [XI 1 4 .  Is. t h e r e  a dup l i ca t ion  o f , ' t h i s  series i n  another  o f f i c e  o r  agency? 

16. Does t h e  series contain c l a s s i f i e d  information r e q u i r i n g  s e c u r i t y  . .  handling? 1 .pt3 

17. Does t h e  series i n i t i a t e ' ,  medd 'or '  terminate '  agency p o l i c i e s  and procedures? P-7 

18. Could t h e  funct ion be performed i f  t h e  f i les  were l o s t  o r  destroyed? PI [ I 
19. Is t h e  series ( o r  major po r t ion  of  it) regu la r ly  microfilmed? If  y e s ,  why? [ 1 PI 

[ 1 PI 
21. Does t h e  record series' contain documentation produced as EDP p r in tou t?  I .  [ X I  

I i '  
15. Is t h e  information contained i n '  t h i s  series ever  s p m a r i z e d  or published? 

.% [ ] ~ - F  [XI  
Attach copy of summary o r  publ ica t ion .  

. .  

i . .  

20. Does t h e  record series drovide da t a  as input  t o  an EDP f i l e ?  . .  

22. Has t h e  Federal  Government i s sued  i n s t r u c t i o n s  governing t h e  re ten t ion /d ispo-  

Records Retent'ion RequirementdT January I, 1975 ) P a r t  V I I I  

. [ rp ] 
s i t i o n  of t h e s e  f i l es?  Federal  Regis te r  (Vol. 40, No. .47, P a r t  III) ,"Guide t o  ' . ;  . . .  

. .  l-.J~? 
23. W i l l .  t h e r e  b e . a  need"for t hese  records 10, 1 5  years  from now? I f  yes ,  what? .' 1 ] ' ] . .  

___I_ 

. .  . .- I 2k.  R E Q U I R E Y N T S .  The following requi res  the  f i l e s  t o  be, 'kept 4 . .  years : 
* I  

a. [ ]STATE, b.. ]STATUTE OF , c .  [ ]AUDIT d .  [ ]FEDERAL e. RADMINISTRATIVE . .  . f .  [']HISTORICAL 
LAW' LIMITATION ' '  ~ PERI'OD w\W DECISION VALUE 

. 
. .  . .  

(Cite Law, S t a t u t e ,  or o ther  reason f o r .  t h e  r e t e n t i o n  requireme'ntl . .  
. .  . .  

. .  See i t e m  22 
. .  

. . .  . .  ~ . .  

. .  . . .  .. . . I 
. .  

..  
.~ __I__ 

25. AGENCY RECOMMENDATIONS. This agency recommends t h a t  t h e  f i l e  series be, cu t  o f f  at t h e  end 
of each -[]CALENDAR YEAR -1IFISCA.L YEAR -[]OTHER See below ,then : 

[ ~ '  ] Hold i n  t h e  cur ren t  f i l e s  area 
[ 

[ ] Transfer  t o  S t a t e  Archives f o r  permanent r e t e n t i o n .  
[ ] Destroy immediately after cut-off.  

-. ' .  ' [XI Other: (Spec i fy) '  
f i les  area 1 year o r  un t i l  Federal  o r  State   audit^ is completed, whichever is  later,  then 

' . :month(s ) /  ~ year(s):  
Transfer  t o  [ 1 S t a t e  Records Center [ 3 Local Holding Area; hold  -- . >ear(s):  

. .  . .  . .  . .  
. ,  . ' .  [ r ]  Destroy. - 

.~ . .  
Cut o f f  f i S e  a t  the 'end' of each F i s c a l  yea r ,  hold incu r ren  . .  

. .  . , .  
. .  .. , t r a n s f e r e  t o  State  Records Centef; bold 3 years ;  then.  des,troy.' , .  

.I 

( Ind ica te  b r i e f l y  ra t iona le  for recmmendations above/or write hdd i t iona l  remarks)  : 
To el iminate  t h e  necess i ty  of using much nncded f i l i r g  equip.aent and space 
t h a t  are now inac t ive  b u t  nus t  be held f o r  b-years b2fore destruct ion.  

wi th  f i l e s  

7 
1 
'! 


